FY12 Perkins Continuation Grant: Claims Submission Process
September 2011

1) Visit www.iowagrants.gov.
a. If you are already a registered user, access your account by selecting the “Returning
Users Sign in Here” link.
b. If you are not a registered user, you will need to complete the registration process in
order to access the site. Select the “New Users Register Here” link to register.

2) From the Main Menu, select “My Grants”

lowaGrants.gov

g]l‘u’lenu | B Help | ﬁLog Qut C@Backl | | | |

<) Welcome

Main Menu

Click Help above to view instructions. Go to "My Profile” to reset passwaord.

j Instructions

& my Profile

fz Funding Opportunities
@ My Applications

g My Grants

3) You will see a list of your approved grants that are currently underway. Select the name of the
grant for which you wish to submit a claim.

@Menu | 8 Help | 'ﬁch Out (L.aBacH
ik Grant Tracking
Current Grants Closed Grants | Claims
Grants with the status Underway or Suspended appear on this list. To view other Grants, click closed Granis link.
ID  Status Year Name / Program Area e
Amount
18175 Underway 2011 Mary F¥Y12 Perkins Basic Postsecondary Grant - Carl D. Perkins Career and Technical £379.556.00

Continuation Application test 4.12.11 Education Act of 2006 (P.L. 109-270)
Total $379,556.00

T. Cooley, September 2011
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4) The screen that opens (shown below) will list several available components. Select the “Claims”

link.

ik Grant Tracking

Grant: 18175 - Mary FY12 Perkins Basic Postsecondary Grant - Continuation Application test 4.12.11 - 2011
Status: Underway
Program Area: Carl D. Perkins Career and Technical Education Act of 2008 (P.L. 109-270)
Grantee Organization: CTE Test Consortium
Program Officer: Tom Cooley

Awarded Amount: $379 556.00

Grant Components

Component Last Edited
General Information a7az2onm
Budget Summary 09/01/2011
Status Reports
Modification of PS5 Perkins Action Plans - Missed Indicator Targets 07M19/2011
Modification of PS5 Action Plans - Voluntary Changes 07M19/2011
Contract Amendments
Opportunity
Application

5) Once the Claims screen opens, select one of the “Add” links.

Menu| J& Help | & Log Out 3 Back | (¥ Print | gD Add |
) =

{3 Grant Tracking

Grant: 18175 - Mary FY12 Perkins Basic Postsecondary Grant - Continuation Application test 4.12.11 - 2011
Status: Underway
Program Area: (Carl D Perkins Career and Technical Education Act of 2008 (P.L. 109-270}
Grantee Organization: CTE Test Consortium
Program Officer: Tom Cooley

Awarded Amount: $379 556 00

\

Claims Add | Copy Existing Claim | Return to Components
Date Date Date .
ID Status Submitted Paid From-To Claim Amount

T. Cooley, September 2011
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6) Enter the reporting period for the claim (you can ignore the “Category” field). Since the
Department is requesting quarterly submissions, the following reporting periods are suggested:

July 1, 2011 — September 30, 2011 (submit by October 31)
October 1, 2011 — December 31, 2011 (submit by January 31)
January 1, 2012 — March 31, 2012 (submit by April 30)
April 1, 2012 — June 30, 2012 (submit by July 31)

Once the dates are entered, select “Save” at the top of the screen.

ik Grant Tracking

Claim Instructions

Instructions: Each claim for reimbursement must include documentation to verify the amount

Reporting Period

requested for each line item. The documentation will also be reviewed by Department
consultants to ensure the expense claimed is an allowable use of Perkins dollars.

Once the Claim forms have been completed and submitted electronically, a
printad copy must be signed and mailed to the lowa Department of Education (an
original signature is needed for auditing purposes).

The signed forms should be sent to the following:

Sue Anne Van Gundy
Accounting Technician 2

lowa Department of Education
Grimes State Office Building
400 E 14th St

Des Moines, |IA 503158-0148

=——p Report Period: ﬂ ﬂ

Catagory

T. Cooley, September 2011
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7) Once the dates are

September 2011

saved, you'll see a screen similar to the one shown below. Select the “Return

to Components” link located in the Reporting Period bar to access the forms that must be
completed regarding the claim being submitted.

Menu | Help | Log Out & Back | | = Edit |
)

ik Grant Tracking

Claim: 18175 - 004

Grant:

Status:
Program Area:
Grantee Organization:

Program Manager:

Reporting Period

Report Period:

Catagory

T. Cooley, September 2011

Grant Components

18175-Mary FY12 Perkins Basic Postsecondary Grant - Continuation Application
test 4.12.11

Editing
Carl D. Perkins Career and Technical Education Act of 2006 (P.L. 109-270)
CTE Test Consortium

Tom Cooley
06/01/2011 09/30/2011
From to

Last Edited By: Thomas Cooley, 08/M19/2011
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8) The components list shows the forms that comprise each claim submission. To view/complete a
form, select its name. Note the “General Information” form is already marked as “complete.” This
form is populated with previously entered data, thus no edits should be needed.

Claim: 18175 - 004 Grant Components

Grant: 18175-Mary FY12 Perkins Basic Postsecondary Grant - Continuation Application test
4.12.11

Status: Editing
Program Area: Car| D. Perkins Career and Technical Education Act of 2006 (P.L. 109-270)
Grantee Organization: CTE Test Consortium

Program Manager: Tom CDD|E‘3.’

Instructions

inciude document e amount requested for each line iterm. The documentation will also be

o ensure the expense claimed is an sllowable use of Perki

Each claim for reimburseme

reviewsd by Department con

s dollars.

Once the Claim forms have been completed and submitted electronically, a printed copy must be signed and mailed to the lowa
Department of Education fan original signature is needed for auditing purposes),

The signed forms showld be sent to the following:

Sue Anne Van Gundy
Accounting Technician 2

Iowa Department of Education
Grimes State Office Building
400 E 14th 5t

Des Moines, 1A 50379-0146

Components Preview | Submit
Mame Complete? Last Edited
General Information v 081e2011

Reimbursement
Perkins Basic - Reimbursement Request
Perkins Basic - Reimbursement Documentation

T. Cooley, September 2011
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9) The “Reimbursement” form is used to enter the dollar amounts of the claim by budget category.
To access the entry screen for the form, select “Edit” at the top of the page (hote: the first time
this form is accessed, it may automatically open to the entry area).

The “Contract Budget” column lists the dollar amounts budgeted in the application for each
budget category. Enter the amount being claimed under the “Expenses This Period” column.
Once entered, select “Save” at the top of the screen.

Reimbursement
Prior

Contract Expenses e Total EELE Expenses Total SETE LI
Elitge Ll Budget This Poriog EXpenses o Balance (Su%mittedClaimed Eiiss
Paid Unpaid : Unclaimed
/ (Paid) (Uneaid) “Net paid) ( )
Projected Amount to be Expended - Required Components
P LA BTN BRSO $0.00 30 00 50.00 $0.00 5000  $500.00 $500.00  ($500.00)
career and technical education
R-Z: Linkage of secandary and
postsecondary career and technical $24,000.00(%0.00 50.00 H0.00 %24,00000 30.00 50.00  $24,000.00
programs
R-3: All aspects of an industry $5,000.00|%0.00 $0.00 $0.00 $5,000.00 $0.00 50.00 $5,000.00
R-4: Use oftechnology $5,000.00|%0.00 $0.00 %000 5500000 $0.00 50.00 $5,000.00
R-5: Professional development $35,000.00 ($0.00 $0.00 $0.00 $35,00000 50.00 $0.00  %35,000.00
R-G: Bvaluation of career andtechnical - g5, 509 9o [30.00 $0.00 $0.00 $24,000.00 5000  $0.00 $24,000.00
education pragram(s)
R-7: Initiate, improve, expand and
modernize career and technical $189,575.00 ($0.00 50.00 $0.00%189573.00 50.00 50.00 $189,578.00

education

Once your information is entered and saved, select the “Mark as Complete” link (note: this step is
needed for each form as it is completed).

~

Mark as Complete | Go to Claim Forms

10) The “Reimbursement Request” form (see screen shots on the following page) is used to provide
a brief description of how the dollars claimed were used and to indicate who from the grantee’s
entity is submitting the claim. Note this is a two part form (different steps are necessary to
complete each part) :

a. Part 1 - Claimant Information
To access the Claimant Information entry area, select “Edit” at the top of the page. Enter
the requested information, then select “Save.”

b. Part 2 — Claim Description
To access the Claim Description entry area, select the “Add” link for this section. This will
open the entry screen. Select a line item for which a claim is being made, enter a brief
description of how the funds were used, and select “Save.” Repeat this process for each
line item for which a claim is being made.

T. Cooley, September 2011
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@ Menu| J Help | Y Log Out {9 Back | | | &X Edit |
ik Grant Tracking

Claim: 18175 - 004 Grant Components

Grant: 18175-Mary FY12 Perkins Basic Postsecondary Grant - Continuation Application
test 4.12.11

Status: Editing
Program Area: Carl D Perkins Career and Technical Education Act of 2006 (P.L. 109-270)
Grantee Organization: CTE Test Consortium

Program Manager: Tgm CDO|E§-’

Instructions
Enter information regarding the use of the funds claimed for reimbursement. Note: This is a two-pait form, follow the instructions carefully!

Claim Description Mark as Complete | Go to Claim Forms | Add

Budget Line ltem Briefly describe how the funds claimed for this line item were used by the recipient.

Claim Description

Budget Line Item™ |04 (syrengthen academic and career and technical skills) N Vl
Use the drop down menu to select the budget line item for which a2 claim is being submitt=d.  Pqrt 2 b
Briefly describe how the
funds claimed for this line (access by
item were used by the .
recipient.* selecting
Add)

Mote: Supperting documentation for the claim (2.g., POs, invoices, and warrants)
must be maintained lecally and be accessible for menitoring purposes.

Return to Top

Claimant Information

Claimant's Name* | | \

Enter the name of the person submitting the claim.

Claimant’s Title* | |

Enter the title of the person submitting the claim.

Claimant's Phone Number* Part 1 (access by

Enter the phane number of the person submitting the claim. Selecting Ed|t)

Claimant’s Email address*® |

Enter the Email address of the person submitting the claim.

Date*

Enter the date of submissicen.

Once all entries for this form are saved, select “Mark as Complete.”

Mark as Complete | Go to Claim Forms

T. Cooley, September 2011



FY12 Perkins Continuation Grant: Claims Submission Process
September 2011

11) The “Reimbursement Documentation” form is used to attach supporting documentation related to
the claim. To open the attachment screen, select “Add” at the top of the page.

Locate the supporting document (saved on your computer) to be attached by selecting the
“Browse” button, then enter a brief description of the document and select “Save” at the top of the
page. Repeat this process until all supporting documents have been attached.

@) Menu | B Help | Y& Log Out <9 Back | | P Add | |
i} Grant Tracking

Claim: 18175 - 002 Grant Components

Grant: 18175-Mary FY12 Perkins Basic Postsecondary Grant - Continuation Application

Perkins Basic - Reimbursement Documentation Mark as Complete | Go to Claim Forms
Each claim for reimbursement must be supported by adequate documentation. The list below below describes the information the supporting
documentation must provide:

e For purchases, name of the vendor, date of purchase, and amount of expense must accompany all requests for reimbursement or
payiment.

» For ries and wages, the name of the person paid, the per,
travel reimburserment, a description of what the expense was fo ;

® Forany other payments, the information provided needs to describe where the mov

Hit o
5

ng the above information can be submitted in any format (e.q., summary report from the reporting entity's

The docurmentation contai
accounting system, spreadsheet, copy of invoices, eic.)

To artach a supporting document, seflect "Add" ar the top of the screen; this will open a submission form at the bottom of the screen.
Within the "Description” box, include reference 1o the budger line itremis) for which the attachment applies. Once the document is located
through the "Browse"™ menu and the description is completed, select "Save” at the top of the screen.

To edit a description once saved, or o delete an attachment, select the attachment's description. This will open the item for editing and
also provide a "Delere” option.
After all supporting docuiments have been attached, select the "Mark as Complete”link in the Perkins Basic - Reimbursement Documentation”

aaraaove.

Description File Mame File Size
Upload File: | H Browse... ] ¢
Description:®
8

T. Cooley, September 2011
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12) Once saved, the attached documents (file name) and their descriptions will appear in a list format,
similar to what is shown below:

To attach a supporting document, sefect "Add” art the top of the screen; this will open a submission form at the bottom of the screen.

Within the "Description” box, include reference to the budget line itemys) for which the aftachument applies. Once the document is located

through the "Browse"™ menu and the description is completed, select "Save” at the top of the screen.
To edit a description once saved, or to defete an attachiment, select the artachment's descriprion. This will open the item for editing and
also provide a "Delere” option.
After all supporting documents have been attached, select the "Mark as Complete”link in the Perkins Basic - Reimbursement Documentation”
bar above.

Description File Name File Size
Supporting document for R-1 claim. Example Claim Summary.pcf 193 KB

Once all supporting attachments have been added to this form, select “Mark as Complete.”

Mark as Complete | Go to Claim Forms

13) Once all claim components have been filled out and marked as complete, you are ready to submit
the claim. From the components list screen (see Step 8), you will see two options: Preview and
Submit.

First, select “Preview.” This will show a summary of the information contained within the claim.
You will need to print this form (use the “Print” icon at the top of the page), sign it, and mail a copy
to Sue Ann Van Gundy at the lowa Department of Education.

Components (1) —p Preview | Submit
MName Complete? Last Edited

General Information 'd 09192011

The claimant must print, sign, and mail this form to the following:

Sue Ame Van Gandy Person completing the
Accounting Technician 2 claim forms signs the
fowa Department of Education
Grimes State Office Building
400 E 14th 5t

Des Moines, 1A 50319-0146

printed copy and mails
it to the DE.

Thea claimant's aricinal siceatira et e o
Clanmarnt s Qrigingl Srgnalure musl 3 T

o

Claimant's Original Signature
Date 09/06/2011

Enter the date of submissizn,

T. Cooley, September 2011
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Second, select “Submit.” This will open a verification screen that asks for the name of the person
submitting the claim. Once this is completed and saved, the electronic submission process is
complete. Again, make sure a signed hard copy of the claim summary is sent to Sue Ann Van
Gundy at the lowa Department of Education.

Components Preview] Submit
MName Complete? st Edited

General Information v (2) 0992011

Questions regarding the claims submission process can be directed to the following:

Tom Cooley, Administrative Consultant (515-281-4700 or tom.cooley@iowa.gov)

10
T. Cooley, September 2011
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